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MORABDIM YO Depuby Divector (Bupyors)

HnIEdrs Haongemont Stafl Data for Driefing of
Apwed Servioss Comslites.

~ Xe Buggest you utilize the atteched orgenisation ohard as s
gaide Tor verhal prassutation. Tou koow the fancdioosy the mpte
bere and dollore ahow,

2. In respoot o the Urpanisabicn and Mathode Jtaffs

8, Bplit irto three Areas - UO/8, DO/I snd 10/F to see
o eonpentration and mors detalled knowlsdpe than other-
wige posaible.

e Principle of ops-ation io with "profit® sotdl, i.e.,
what bemafite are thers from esth sindly, Taoh nroject epe
praved on & Mroject Shest with provision for 4 profit state-
mant ab compledlon.

s Ubjostive in weapect to this %haff iz to saours a

amall musher of sanior mevhers, sl have the Jeogwork done b
twe or more Juniors and borrowsd pecple as oppoytunity offers,

3. BDusiness Machimme Sorvices

fe O Lnersasing fmportence, due to 4 dynanie maghires
market, with partioular veferencs to eleotronic developeents.

Y oo man is not enoughe

Be Euamplew oret

(1) Bleotromle computers and daka preseseing msehines
such pe VHIVAC, X708, Burroughe 2101 to meot scsounting
Al statistival requiremernta,

{2) anw machines such am syatematie Aubo-3tal,
Yordifax, Kalfax, Thermolux, ror speed sand exsolness in
copying dommente and redusing dlerketypist time, wa-
have ebout 100 machines of severa) types in this fleld,

(3) Punohedecard eqipuend to meet acoounting and
dosvmenkation reguivessats, The naw Minlsaxd mﬁmﬂ

B iy
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wnder development will replecs '&hﬁ punchadecsnd metbod in
the domementation 1eld.

(k) HMaghines to mochaniue office routines which in
the grestlon of originel docmments, provide & porforstad
tepe by-produst which will antoretically operate other
wichines for pubsldiery pursoses,

{5} Papstsile end tolevision Yeohnigues to spmed the
popraduotion and the distelibulion of docomentary materials
hatwoan 0710 losationn,

{6) Yachines Lo antemstieslly trenslate forelign
lanpueges indo Bpglish,

ke Hovords Msnagswants
& Uraation of Records (forss, corvespondence snd reports),

e The muintenarse, organisation, sl wie of records for
surrent usinans,

2s The meblbod of preservation, slimdnation, or transfer
of recurds to dnestive wateporiss,

4y Frasent insctive Rgcords Center (TRU) 21,000 oubie
fant} new one to be coouplad 7 Harch 1955 k1,000 euble fest,
with movision for expansion.

#s Importance veletes to the wsw of sxpensive office
epnosy 0L Tunda dealing +1th recordsy and expensive equipment,

£s CTA 48 a paper factory and the Records Mansgomant
Program 18 of great importance, Fome

£ Plaposition of active vesords fnmte inaotive Qeocords
Ganter spios hae Juepad every year sinoe a lste start in
Jumsary 1991, as followss
Jamary 1951
195:

2 - 8
% = 13,000 guble fesd
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he Hethod of procedurs i 10 give stalf guldanes to the
oparators 1n tovws of teshniques with appointoes within operat-
ing offices to carry out the works Present sidvstion is a
speed prodused by aboub twr oylinders oub of elght, Will reocre
ganise to conventrate,

B Begulatiens Conbrolt

#e 56331 in the process of mestly ¥311ing new ground as
- apposed to sorresiicn of provicus Regulatisns,

25X1A9A
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